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The cost of this book 


When I started to put this book together life was basically normal. You walk into a store without much 
worry, the word lock-down was only used at jails, and everyone was just working to the weekend. Then 
things changes, almost overnight. This change force a lot of people to thinking and refocus their lives. 
Now I could go into the good, the bad, and the ugly but this is a computer book so we won’t go there. 


Now when you start a project, like writing a book, you have in goals. My was to complete the book 
and publish through Amazon and let people buy from there. I was close to finishing up the last sections 
and I started reading the news about how the new “change” will effect people. Things like, “Record 
breaking unemployment numbers,” “Store shelves empty,” and many that more that made anyone 
believe that the world was come to an end. What to do? 


I almost decide trash the idea of finishing this book because let’s face it, who will have money to it. 
Plus, when you publish with Amazon it a fix price. It not like a bookstore where to discount one day or 
for one customer. What to do? 


With everything closed you have time to think and the time I used to find a solution to this very 
problem. I work for tips, silly right! I ‘ll let you decided what the book worth and you can pay me when 
you want! This way if you find my book “How to write a letter in LibreOffice Writer,” send me a 
couple of bucks as a thank you! This way I can finish this book and you can learn about LibreOffice 
Writer. 


Here the link to send me a couple of bucks: 


https://www.buymeacoffee.com/bugboy 


Hope you enjoy the book! 


By the way, if you think the book is great but can’t send me a couple of buck (Did see the price of food, 
holy cow!), do the next best thing. Send it to a friend. Thanks again, Jed! 


What is this book and what it is not 


This book’s the goal is help you learn how to write a letter using tools in LibreOffice Writer. 


Here things that are not cover: 

1. Does not cover learning or writing HTML, PHP, SQL, C++, C#, or any other computer code. 

2. This book does not cover photo or image manipulation for your website. Because the author believes 
that the subject of photo or image manipulation needs it own book to understood and done right. 

3. This book does not teach you how to operate a computer. The author believes that you understand 
basic computer implementation. For example what is file service is, directories, desktop, use of Internet 
browsers, etc. 


What this book does want your to acquire: 

1. How you can successful layout a letter in LibreOffice Writer. 

2. Teaching you a method of doing so, that way you can have a road map to reach your personal goals 
writing a letter with LibreOffice Writer. 

3. Show you the overview of the tools LibreOffice Writer has to use to encourage you using 
LibreOffice of other project you might have. 


When making a cake you need to know what ingredients you need to mix and how to bake it. Using 
LibreOffice Writer is the same. Just like following the cake recipe, you need to what programs I used, 
thus the ingredient. Then to baking the cake you need to know how long to bake it and what 
temperature, or in this book the LibreOffice tasks. 


Let’s get started: 
Here my computer setup: 
Microsoft Windows 7 


Here the list of programs I used in this book: 
LibreOffice Writer 6.0 http://www.libreoffice.com 
Mozilla Foxfire 72.0.2 https://www.mozilla.org/ 
Adobe Reader 9 http://www.adobe.com/ 


To keep every thing clear and simple I created a folder called “LibreOfficeStuff” in the main 
Documents folder store all the files I created in it. I suggest you do the same, it makes life much easier! 


If you don’t have these same programs, the pictures and figures might look different. Keep in mind that 
doesn’t you can work through it, you computer screen might look a little different then the screens 
shots in this book. 


Limits of Liability and Disclaimer of Warranty 


While every precaution has been taken in preparing this book, including research, 

development, and testing, the Publisher and Author assume no responsibility for errors or 

omissions. No liability is assumed by either Publisher or Author for damages resulting in the 

use of this information. All product and company names are trademarks™ or registered® trademarks of 
their respective holders. Use of them does not imply any affiliation with or endorsement by them. 


Introduction 


I see you have interest in LibreOffice Writer. Well, I am here to get your started. 
First question is why should you try LibreOffice Write at all. If you have read online the reviews they 
are... mixed. Some really like it and other wonder why anyone would even waste their time with it. 


Here are some of the common reasons people use LibreOffice Writer (or the whole Office suite for that 
matter) 


It’s free! 

Because it open source, you can see what in the code. No, hiding bugs to steal your data. 

Once you start using it, you might say, “MS Word, What?” 

Updates are also free. 

There is no yearly (or monthly) licensing fees to pay, once you download use has much as you 
want! Even install on as many computers as you would like. 


Ge le 


Like everything the always the other side of the coin. So, here are some of the reasons people don’t 
want to use LibreOffice Writer: 


1. It can be a clumsy piece of software at times and it will crash on you. 

2. There is no support, to find answers if something goes wrong or if want to do something with 
LibreOffice you must search and find them on your own. The is no real one manual that has all 
the answers. 

3. Attimes, LibreOffice files don’t play well with other Office suites. You can save them in 
different formats but in return you may get one weird file. 

4. You need to learn a few tricks to get the full use of the program. 

5. It can and will crash on you! 


So, where does this leave you? 

I think you have all ready made you decision because you’re reading this book. Like some people you 
know everything comes with it pro and cons. You’re read to learn how to use LibreOffice Writer, who 
care what the reason is, let’s get started! 


How this book is layout: 


Most computer books will show you how to save a file three different ways, how to change the font 
two different ways, and quit the program with just the keyboard commands. Or explain every little part 
like you’re in a computer science class in college. (I know this for a fact because I was a computer tutor 
and teacher.) Here my question to that thinking: If you just wanted to write a letter and know how to do 
it, why would you care about the rest? Your goal is to write a letter not impress people on how to 
change fonts two different ways. Right? Plus, you can’t win any bar bets by showing off how you know 
keyboard short-cuts, I already try! 


Here the thinking when I put this book together: I show you how to do common task of writing a letter 
with LibreOffice Writer, so you can do them too. I am sparing the tech speak and focusing on getting 
the job done. Because let’s face who wants to sit in front of a computer. I would enjoy a hike, riding a 
bike, talking with friend, or nice meal with the family, over a computer screen. 


So, our goal is short and to the point. Like most computer books, we will talk about a little the task 
when jump in and do it. Each of these tasks we will build on what we started. For example, we first 
write a letter, then spell check it, format it, save it, and last show how to save it different formats (ie. 
Word, PDF, etc). By doing this, you can use the book an a reference. let’s say you are writing a letter by 
yourself and forget how to format the letter. Just flip back the section about format letter and refresh the 
brain. But all the talk will not get our work done and we will not learn LibreOffice Writer. 


About the author 


Jed Wubben has worked on computers since the age of 14 with his 286 PC. Wanted to learn more Jed 
soon find himself rewrite programs and learn new computer languages. The turn point for Jed was the 
Internet. Jed love the idea of sharing information across cities, states, and nations. Internet came with a 
simple coding language of HTML. Needing more knowledge, Jed enrolled in computer classes at the 
local community college. He moved from student to tutor, even at one time running computer classes at 
a local library. Jed took the knowledge he learned and left to enter the business world. Jed high marks 
in college landed him job working for a global media company in their newsroom. With in a short time 
he was working in both the newsroom and in the advertising department. Feeling like he when as far as 
he could with the company, he decided to return to college to gain more skills that could lead to bigger 
things. Jed decided that after reaching goal of graduating with a BS in IT, his want to share the 
knowledge of computers with everyone. This drive lead to the idea of books that can use. Jed hopes 
you will enjoy as much as he did putting it together. 


The Dashboard 


The first step to learning new software is know the layout. What is where and how to use it. 
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So to start let’s look at what LibreOffice 6 (the main program) looks like when you first open it. 
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If you look to your left, you will a list of task that you can do. 
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D Draw Drawing Drop a document here or pick an app from the left side to create one. 


Welcome to LibreOffice. 


If you have open document they will show up in the middle so you can load them again if want. 
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Help Extensions 


To get started on the left of the screen, in the menu Create: click on Writer Document button on the 
right. 
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Your next screen should look like this. 
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First you will see on the top, the title bar that list the name of the file. Because we saved or name it by 
default it’s called, “Untitled 1”. 
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Here the standard toolbar. Here the buttons to start a new file, open a file, save a file, export, print, 
copy, paste, etc.. 
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The formatting toolbar, this toolbar will help make your text n Italic or change the font and size. 


Pagel of 1 0 words, 0 characters Default Style 
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English (USA) 000 Mm t ° +| 100% 


Now before you start thinking, Jed I want to write a letter not power the space shuttle! I will tell you 
this, “Don’t worried, after we use the buttons we need to use and explain what they do. It will not look 
like it’s over kill.” As you will note a lot of the buttons only have one function. A kind of “do you want 
this? Yes / No,” thinking. 


Let’s start with the Menu Bar and do a quick run through of the options. It access the menu bar options 
all you need to do is click on the word with your mouse. For example, to open “File” just click on the 
word “File” and like magic the menu will pop down. 

Here what you will find in each of those pop down menus: 

File: This will give all the different option you can do will your document (or file). Options like Print, 
Save, Save As, Export, etc. 


Edit: If you need to edit any text in your document this menu will have any thing you need. Common 
options are Undo, Redo, Copy, Paste, Select, Select All, etc. 


View: This menu will show you options to view your document. For example, these option to change 
the way document looks on the screen, there an option to Grids and Helplines, option to show you more 
tool bar or remove them, and more. 


Insert: Say you wanted to add more to you document than your simple text. This menu option can help 
do just that. It has options to help you insert a photo or picture, chart, tables, etc. It also helps you add 
comments to your document, which I might add was a great help when put this book together. Plus 
simple things like Page Breaks, Special Characters, Hyperlinks, Bookmarks, etc. 


Format: As you guess it, this menu give you options on formatting you document. Options like 
formatting your text, images, bullet points, etc. and line spacing. 
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Styles: More and more text and document are being formatted with a preset style. This menu give you 
access to using those common styles. For example, LibreOffice Writer has a style called Title. By 
highlighting your text and applying the style Title, you text will be formatted just like in a printed book. 


Table: Sometimes you have a lot of information that you section out in a document. When you do this 
you will need a table. To give you an idea of what a table is think of sign above the counter at your 
favorite fast-food place. The food, what in it or included is on one side and the price on the other. For 
example, you see Hamburger with Cheese, straight across you see $1.50 with tax. All this talk of food 
is getting me hungry, let’s get back to LibreOffice Writer. This menu option call Table can help you 
build, format, change, and more to tables. 


Form: In some cases, you might want to build a form with LibreOffice writer. This might be helpful, 
for example, you where started a Woodworking club and you wanted new members to fill out a form 
before they could join. Maybe if you owned a small business and you needed a custom job application 
to hire new employees. This menu option helps you put check boxes, text boxes, and things like that 
into your document. 


Tools: This very simple, just what says: Tools. This menu option show you all the tools you can use for 
your document in LibreOffice Writer. Things like: Spelling, Thesaurus, word count, Auto correct, 
Extension Manager, and any other tool you might use in LibreOffice Writer. 


Window: This menu option show which document (window) your current look at and give you the 
option of switch between other documents. An example of using this menu option is, you have two 
LibreOffice Writer document open, Doc1 and Doc2. Your current looking at Doc1 but need to read 
something on Doc2. All you need to do is use your mouse and click the word “Window” and drop 
down menu will show all the document that current load. Bring your mouse down to document you 
want to switch to and click it. Poof! Your now looking at it. 


Help: The programmers of LibreOffice wanted help you if you using their program, got stuck, or in 
trouble. The help menu option accessed to all the help to understand LibreOffice. 


Take some time and give it all a good look. Type some text, play with the buttons, and see what 
happens. 
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Task# 1: Turn on the help option “What’s This?” 


So here you first task for this book. 
[B Untitled 1 - LibreOffice Writer 
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License Information... 
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About LibreOffice 
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Bring your mouse up the word “Help” on the menu bar and click it. A drop-down menu like what you 
see will show. Move your mouse down to the “What’s This?” and click it. This will turn on the “What’s 
This?” feature in LibreOffice Writer. Now just move your mouse over any of the buttons and 
LibreOffice will tell you what they do. Neat, right! 
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In this case, the mouse was over the Save button. You can see how LibreOffice tell what the button 
does. To turn this feature off just click the mouse. Here a bonus tip: LibreOffice will also tell what the 
button does just hold the mouse over the button. 


When you feel that got a good understand on where everything is at, let’s move to the main task: 
Writing a letter! 


Task# 2 Writing a letter 


Here a quick run down of what we are going to do here: 

Open a LibreOffice Writer document! 

Type text in! 

Learn how to Save It! 

Format the text some so it will make it more like a letter 

Add some art! 

Then Save It again! 

Decide what we would like to do with it: PDF It! Or Print it!?? 


Start up the computer, have a cup of coffee or tea, and let’s get to writing a letter! 
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You got LibreOffice Writer firer up and you’re ready to write you first letter. (If you don’t have Writer 
up running go to the first of the book and work your way back here.) As you know we will be looking 
at the scary blank screen. 
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Don’t worry everyone starts someplace and after you do this task everything will get easier to do 
because you will know what to do. 


You need to put some text into the document! To help you out I wrote up a quick letter we can use. Just 
type in the document the same way you see it here. (Mistakes and all, there a reason, trust me). 


Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 


2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 
Thanks for the kind words about using LibreOffice office 6. I knew once started to use the 
program you would find it just has easy as using MS office. The nice thing about it is that you 


never have to pay for it. Not even subcription fee each year _, like MS office. If you really like the 
program please make a donation to the LibreOffice website and help keep the project run. 


Thanks again, 


Bob Coffee 


Letter.odt - LibreOffice Writer Arza 
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Bob Coffee 
1600 Big Rock Dr 


Coo Bay, OR 34012 


Mr. Frank Smart 
J 2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 
Thanks for the kind words about using LibreOffice 6 office. I knew once started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 


donation to the LibreOffice website and help keep the project run. 
Thanks again, 
Bob Coffee 
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After you type in all the text into the document, your screen should look like this. 
LibreOffice Writer has some neat ways to showing you what going on inside your document. And one 
of the most important is “Is your document saved?” 


Did you save the 
document? 
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Is your document saved? 


Understanding how to save your document is almost more important then anything else. Why, you must 
asked? I will give an example of a computer user’s nightmare. You been working on a letter to your 
next big customer for half the day. The letter is due tomorrow, you decide to take a break, and get some 
coffee. As you walk to the coffee pot the power goes out and doesn’t come back on 20 minutes. You 
restart you computer to finish your letter. “It’s gone!,” you said with tears in your eyes. You never 
saved your work, so when the power when out so did your work. I might be a little extreme here, but 
you never know. “It’s best to save then to be sorry!” 


BE Letterodt - LibreOffice Writer Ses) 
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Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 
is 2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 
Thanks for the kind words about using LibreOffice 6 office. I knew once started to use the program you 
would find it just has easy as using MS office. The nice thè- ~ -*-~*" ever have to pay for 
it. Not even subcription fee each year_. like MS office. If ake a 
donation to the LibreOffice website and help keep the pro 


Showing you the 


document is not saved 
Thanks again, 


Bob Coffee 
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Here how you know if “your document saved?” You can know these with just a quick look. See arrows! 
You will note that the picture of the disk has a star on it. You can also see that little picture of a 
document has a red asterisk on it. Both of these things are telling your that your document is not saved. 
So, lets go ahead and save your document. Click the disk (what the top arrow is pointing at) to save 
the document. 


After you click the button, you will get this box that asking your questions about your document and 
how you want to save it. So let’s talk about how to save your document. 
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Here a short run down of that you see here: Most of the time there only three areas you wil need to 
worry about: 


1: Where the document is being saved 
2: What is the name you want the document to be 
3: What type of document do want it to be saved as. 


Here what is going on: 

We made a new folder called “LibreOfficeStuff” to save everything into for this task, just to keep the 
computer a little less messy as we are learning LibreOffice. Next, we need to name the file. Start by 
click the left mouse button with the pointer on the File Name box, delete the current name 
“Untitled.odt, and name the document by typing in the words: “Letter.odt”. Last, you want to save it 
as ODF format (OpenDocument format) because that what LibreOffice Writer likes (and understand 
the best), So leave it alone and clicked Save button! Now that we have a saved document. 


Here a side note: Writer can save your document in more than just one format. These format include 
Microsoft’s Word. This great if need to save a file in Word but only have LibreOffice on your computer. 
don’t worry about this too much right now because we go over it more later. 


Bonus Information: By default LibreOffice Writer is setup to auto save your document every 10 
minutes to the document that you have first saved. So, for the auto save to work correctly you must 
have the document named and have already saved once. But it my belief that it just better to save to 
document everyone time your brain takes a break, every sip of coffee, etc. so you know it is saved and 
you can copy of your work if something happens to the computer. 
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Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6 officel I knew once started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subcription fee each year_. like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project run. 

Thanks again, 


Bob Coffee 


» 


m 


+ 100% 


Your screen should now look like this. As you can tell, the star over the picture of the disc and the red 


asterisk from the bottom are both gone. You document name, “Letter”, is up in the left corner. 


The autier giving a virtual high 
Because you are working through this book 
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Spelling and Grammar 


Now it’s time to do some editing! 


LibreOffice does both, a grammar and a spelling checks as you type. You normally see where you have 


make errors before you even finish typing. Take a look and see! 
B Taen E 


File Edit View Insert Format Styles Table Form Tools Window Help 
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| E Defauit style [m] Liberation Set [x] 12 H @ @ A~ =|= = 
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Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 
Thanks for the kind words abot Ot fice 6 officel I knew once started to use the program you 
would find it just has easy as using Otfice. The nice thing about itis that you never have to pay for 
it. Not even subcription fee each year_. like MS office. If you really like the program please make a 

Pe eOf fice website and help keep the project run. 


Pagel of 1 | 100 words, 506 characters Default Style English (USA) m| | & DDOD | - +O + | 100% 


The first thing is to fix (correct) is the spelling error then grammar problems. The reason for this is that 
LibreOffice will mistake a grammar problem then you just have a spelling error. In LibreOffice Writer, 
like in Microsoft’s Word, the mistakes are underlined. Spelling mistakes are underlined in Red. 

Grammar mistakes are underlined in Blue. LibreOffice does this in real-time, a fancy way of saying 


as you type. We added a couple of spelling and grammar mistakes to our letter just to show you how it 
works. 


Now because you know where they are, let’s fix them. First the Spelling errors. 
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inal Errors 


File Edit View Insert Format Styles Table Form Tools Window Help 


B-S- -B AERX 
ia Default Style || Liberation Serif |x | [12 E a a a: 
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A. 
superscription 
conscription 


inscription 


proscription 


Bob Coffee 
1600 Big Re Ignore 
Coo Bay, ol Ignore All 
Add to Dictionary 
Mr. Frank Sj A 
2 2300 Main d Petting 
Santa Fe, NI Always correct to > 
| AutoCorrect Options... 
Dear Mr. Sa z 
Thanks for t Set Language for Selection » Dffice 6 office. I knew once started to use the program you 


would findi Set Language for Paragraph » $, The nice thing about itis that you never have to pay for 


it. Not even jsubcnptiorn fee each year_. like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project run. 


Thanks again, 


Bob Coffee 


+ | 100% 


m of1 |_1 words, 11 characters selected |_Default Style English (USA) | |=| e| | D pom | --+—o 
From the looks of things, we only have one misspelled word. Put your mouse over the misspelled word 
and right click. (Just a reminder! To right click the mouses means: Look down at your mouse. There are 
two buttons, push the button on the right side of the mouse.) A menu like this should show up. It called 
a right mouse button menu. 


File Edit View Insert Format Styles Table Form Tools Window Help 
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|» 


subscription 
superscription 
3 conscription 


LibreOffice Writer Guess at the word 


inscription 


proscription 


Bob Coffee 
1600 Big Re Ignore 
Coo Bay, Ol Ignore All 
| Add to Dictionary 
- Mr. Frank Sj i 
z 2300 Main $ P| seeming. 
Santa Fe, N! Always correct to > 
AutoCorrect Options... 
Dear Mr. Sa z 
Thanks for t Set Language for Selection » Dffice 6 office. I knew once started to use the program you 
would findi Set Language for Paragraph > $, The nice thing about itis that you never have to pay for 


it. Not even mm fee each year_. like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project run. 


Thanks again, 


Bob Coffee 


+ | 100% 
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The top part of the menu shows you what LibreOffice thinks you are trying to spell. As you can see, 
some of the guesses are real close and other will make you wonder. 
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File Edit View Insert Format Styles Table Form Tools Window Help 
BS- -B Mea xa lS: x's 1 -Q = BM > 
x Default Style x| | Liberation Serif mail 12 |e a a a x: Sj = = f=] == = z = x = = a X Z X s 


5 
in A subscription 
superscription 
conscription 


inscription 


m 


proscription 


Bob Coffee 
1600 Big Rc Ignore : 
Coo Bay, Ol Ignore All Other Options 
Add to Dictionary 
Mr. Frank S; A i 
- 2300 Maing” Sing 
Santa Fe, N} Always correct to > 
AutoCorrect Options... 
Dear Mr. Sa . 
Thanks for t Set Language for Selection > Dffice 6 office. I knew où% started to use the program you 
would findi Set Language for Paragraph » $, The nice thing about itis that you never have to pay for 


it. Not even subcmption fee each year_. like MS office. If you really like the program please make a 


donation to the LibreOffice website and help keep the project run. 
Thanks again, 


Bob Coffee 


Pagel of 1 1 words, 11 characters selected Default Style English (USA) ml ARAB | - 9 + | 100% 


Below that LibreOffice Writer will ignore the misspelling (You know your spelling is Hane it’s just not 
in the dictionary that LibreOffice Writer has install. Last names sometimes show as spelling errors), 
ignore all the words spelled this way in the document (If your wrote a letter and used someones last 
name and knew you spelled right. This would have Writer skip over it), or add to the LibreOffice 
Writer’s Dictionary (I used this with my last name, otherwise Writer will think it’s a spelling error). 
And last part of the menu is to change options within the spell check options. For right now let’s stick 
with the simple task of writing a letter. If we change to many options, we may get lost or worse mess 
up LibreOffice Writer. 


Changing the word to the right spelling is easy: We know the word we want is “subscription,” so move 
the mouse to the word “subscription” and click the left mouse button. Just like magic, the word is 


changed to the correct spelling! 


The next problem is the grammar errors. We need to fix that and LibreOffice will help us. 
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Grammar Errors 
|=) Letter.odt - LibreOffice V 7 


File Edit View Insert Format Styles Table Form Tools Window Help 
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Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 8705 


Dear Mr. Smart, 
Thanks for the kind words abou ice 6 office. I knew once started to use the program you 
would find it just has easy as using e. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year `. like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project run. 


Thanks again, 


Bob Coffee 


(ere 


English (USA) | |=] 


_ Pagel ofi [100 eR 507 T i Tp DA P les js 


First find the grammar error in the document, then right click on the error with the mouse. 
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Bob Coffee 
1600 Big Rock Dr 
r 


a+! 
@ Extra space before the comma? Why it's an error! 


Mr. 
2300 sonore 
Santa Ignore All 
S AB Spelling... 
Dear Mr. Smart, = 
Thanks for the kind words about using SEIS tee SEO » Started to use the program you 
would find it just has easy as using Mí Set Language for Paragraph » Jat you never have to pay for 


it. Not even subscription fee each yea: like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project run. 


Thanks again, 


Bob Coffee 


Pagel of 1 | 1 words, 4 characters selected Default Style English (USA) | L m | G | 0 06 m =- -O + | 100% 


As you can see LibreOffice tells you what it thinks you did wrong right in the first line of the menu. 
Just like before you have the choice of: Changing to what LibreOffice thinks is correct, Ignore, Ignore 
all of the similar errors in the document, or pull up the Spelling menu. In our case, we added the 
grammar error just to show how it works, an extra space, so LibreOffice guess was right in that it just 
needed to remove that extra space. Move the mouse down to where the arrow points (“,”) and click the 
mouse. Just like magic, The grammar error is fixed! 
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File Edit View Insert Format Styles Table Form Tools Window Help 
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Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 
~ 2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6 office. I knew once started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project run. 


Thanks again, 


Bob Coffee 


Pagel of 1 99 words, 504 characters Default Style English (USA) m| | [3 BAG | -4 O + 100% 


At this point your screen should look like this. 


Now there is a gotcha to the LibreOffice spelling and grammar checker. It will not catch all the 
grammar errors and some cases misspelling errors. If you read through the letter we wrote, you will 
note that there is couple of big grammar error that you would believe LibreOffice spelling and grammar 
checker would find. Has you read the letter you can see for yourself it did not. So we need to make a 
couple of changes before we go on. 


1. Starting with the first sentence, “Thanks for the kind words about using LibreOffice office 6.” 
there no reason to say Office twice, delete the word: “office.” 

2. Rewrite the second sentence to say this: “I knew once you started to use the program you would 
find it just has easy as using MS office.” 

3. The last sentence is wrong. Instead of the last word being “run,” it should be “running” 

4. Make the right changes to fix the document and save it. (In case you have forgotten just click 
the little disc in the left of the screen. Right by between the words “View” and “Insert”) 


File Edit View Insert Format Styles Table Form Tools Window Help 

iB- S6-H-1988 B- åS- lE iTi S E} » 
i x Default Style m|| | Liberation serit [~] |12 [>] @ æ a- (=) 

E ex o SEES RMF SRO aj 
x Bob Coffee 


1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 
a 2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Thanks again, 
5 Bob Coffee 
_ Pagel of 1 | 99 words, 505 characters | Default Style | English (USA) | [ele] |] _ | ooo] -+—o + | 100% 


This is great for short little letters like what we have here but what if you have a letter that is a full page 
or more and you wanted to spell and grammar check the all thing. Looking through the whole 
document word by word for the what LibreOffice has find error could take a lot of time. That why 
LibreOffice has a button on the toolbar that will jump you through every error that LibreOffice think 
you might of made. Let’s run through so you know how to use it. 


File Edit View Insert Format Styles Table Form Tools Window Help x 


iB- -8-8 KAE ©- à -> -|Q ^ 1 5E- MOT 

j (OC Default Style x || Liberation Serif |x| |12 || @ @ a- Bs a0E 1S ES S| E -Z - = m 
Take the your mouse and move it over the button called “Check Spelling”(the arrow points to it). Next 
use the left mouse button and click it. 
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Letter.odt - LibreOffice Writer tS te tes) 
File Edit View Insert Format Styles Table Form Tools Window Help 

iB -SB-ba- tea È -| å -> -|Q ^S 1 55- ĉ MOTTA- Q =B > 
= —— — en eis. 

i E [Defauit style >] | Times Nd Spelling: a] =a- Z-S- 

(= ye 1" | |) Text language: a pT a a 
ee Not in dictionary BQ 
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= [T Ignore Once 


Add to Dictionary 


Suggestions 


: ea 
| Coretan | 
Mr. Fr [Always Correct | 
z 2300 Mg m re 
N Santa Fi eck grammar 
Sataa Options.. || undo ] 
Thanks you 


would find it just has easy as using MS office. The nice thing about it is that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


“Pa el of 1 99 words, 505 characters Default Style English (USA) ml G | BOG 4b - Ton, pees, © + 100% 


Once you click the “Check Spelling” button, this what you should see next. As you can see, we fixed 
all the error already, so LibreOffice can’t find any new ones. Go ahead and use the left mouse to click 
“OK” 


B Letter.odt - LibreOffice Writer 
File Edit View Insert Format Styles Table Form Tools Window Help 


CEE- ET. aae a 
i T Default Style 7 | Times Nd ag ee 
z M 4 : ı I| Text language: 


H Not in dictionary 


Ignore All 
“| | Add to Dictionary 


Correct 


Suggestions 


5 (no suggestions) 


Correct AIl 


k Mr. Fray Always Correct 


2300 M: Sets 
Santa F eck grammar 
Thanks m you 


would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
pm it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


+ | 100% 
Your screen should look like this. Even know we don’t have a spelling or grammar error fix, let look it 
the menu box just in case you have an error you know all the different parts. 
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File Edit View Insert Format Styles Table Form Tools Window Help 
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Text language: 


Not in dictionary 


Ignore All 
“>| | Add to Dictionary 


Suggestions P| 
53 (no suggestions) Cane 
Correct All 
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| |) Check grammar 
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Because there are a lot buttons on this menu, I used numbered arrows, so I could explain what each 
button does. 
Here a quick run down on the buttons in this menu: 


1. 
2. 


3. 


10. 


This button tell LibreOffice that you want to ignore the error 

You want LibreOffice to ignore all the errors that are the same. For example, your last name 
may come up as a spelling error. 

You’re telling LibreOffice to learn the new word and add to LibreOffice’s dictionary 

If there was a spelling or grammar error and you liked LibreOffice way of correcting this button 
will fix the sentences. 

Correct every misspelled word, that’s misspelled the same way, throughout the document the 
same way. For example, you misspelled the word “computer” and you misspelled the same way 
throughout the document. LibreOffice will correct every single one with a click of the mouse. 
Let’s say you always make the same error. This button will tell LibreOffice to just fix it and 
don’t tell me about. 

Let’s say you’re click the buttons and the correction that LibreOffice suggested was wrong but 
some how the mouse got clicked. You can use this button to undo the last action. 

If you done with spelling and grammar menu this button will close the menu 

When you click this button with mouse it will open another menu to change the options with in 
the spelling and grammar function. 

If your looking for more information about LibreOffice this button to click. This button will 
open the help menu with inside LibreOffice. 


Like most of these menu you will only need to use a couple of buttons but good to know what all the 
buttons can do. Using the left mouse button and click the button “Close” and let’s get back to what we 
were working on. 


Now the document is starting to look right. Using the spelling and grammar check is great tool but 
always proofread your document before sending them out. Remember it is the LibreOffice best guess 
and sometimes it will be way off! I will normally run the spelling and grammar checker (catches about 
50% of the error) then I read the document out loud (catches about 20% more). This way I can fix up to 
75% to 80% of the errors myself. One thing to think about if you write a lot is to get a program for your 
computer to read the document to you. You will be surprise how many errors you will find and how 
much better your writing will become. Once you got that all fixed let’s work on some style! 


27 


Formatting 


Formatting your document is important. It shows the reader that you’re a professional and what you 
have to say is important. Understanding how to use the main style functions with LibreOffice can help 
you reach the goal of have a professionally looking letter. 


First you got to know where there at. 


TE Untitled 1 - LibreOffice Writer = xs 
File Edit View Format Styles Table Form To indow Help x 
BS- 5- (ce a cS: ae: TSR Q= Bam >» 
E | Default style [x] Liberationserf [x] 12 |x] @ @ a- Be = = 6=]i= ee Se a-s-s- 


You should see the same tool bar on the top of your screen. It’s called ormatie toolbar. These are 
the basic button you will need to format and add style to your text! Let’s jump right in. 


B Letter.odt - LibreOffice Writer bee- 
Eile Edit View Insert Format Styles Table Form Tools Window Help 

A 3 

B- 6-6- Cea XL 
: x Default Style [z] Liberation Serif x| |12 |x| @ 


ry 
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ob Coffee 
1600 Big Rock Dr 
oo Bay, OR 3401 


ords about using LibreOffice office 6. I knew once to start to use the program 

RS easy as using MS office. The nice thing about itis that you never have to pay 
ption fee each year. If you really like the program please make a donation to the 
LibreOffice website it will keep the project running. 

Thanks again, 

Bob Coffee 


Pagel of 1 10 words, 43 characters selected Default Style English (USA) m | ls 006 eD = © + | 100% 


To start we are going to change the letterhead to more of common look that you see in most letters. 
Select the text as shown. To select the text, put your mouse point to the zip code of Bob Coffee, just the 
last number (ie the “2”). When push and hold the left mouse button down as you pull up to the left of 
the document to just past “Bob Coffee.” Don’t worry if you don’t get it right the first time, you’re 
learning, try again! When you select text in LibreOffice it will look as it is highlighted. All we want to 
select is the top address. Now remember the The formatting toolbar, this toolbar will help 

make your text Bold, Italic, change the font, size, or align it. 
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| 


< Justified 


Center Right 


As you look at close up picture, the arrow point to the set of button we need to use to align the text. 
Like most letter the address should be centered, just like any other letterhead. 


Here a close up the Text alignment buttons. As you can see the test is align to the left. We want to align 
the text to the center. If you said, “All I need to do is click the center text button!” You’re right! So, go 
ahead and click the center text button with the left mouse button and let’s watch the magic. 


File Edit View Insert Format Styles Table Form Tools Window Help 
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__ Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 3401 


Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Thanks again, 


Bob Coffee 
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+ | 100% 


If everything was done correct, this what you should be seeing. 


Next Un-select the text by clicking the left mouse button any there in the document and save it 
(Remember save the document in Writer, click the little disk up in the corner just under the words 
“View Insert”! Your screen should look like this.) 
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Letter.odt - LibreOffice Writer el | fae] 
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Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Thanks again, 


Bob Coffee 


Pagel of 1 99 words, 505 characters Default Style English (USA) =| [ DDOD | -= a + | 100% 
For the next steps, I am tell what you need to do, when show what it should look like han your done. 
If you made it this far, I sure you can do the rest on your own! I believe in you! 


Next let’s add some more style to the letterhead. 
Here what you need to do: 
Select the words “Bob Coffee” You know you done this because the words will be hightlighted. 


Our goal is to change the Font, Size, and Bold the words “Bob Coffee”. 
First let’s change the font. 
A) Move your mouse up to the Font Name box (It should say: “Liberation Serif”) 
B) Next, use the left mouse button and click on the little downward arrow to the right of the font 
name. 
C) A drop down box will show 
D) Move the list down until you reach font that named “Times New Roman” 
E) Use the mouse to select the font name “Times New Roman”. When use the left mouse button 
to click on the words “Times New Roman”. 
You see that the Font for “Bob Coffee” text has changed. 


Next we are changing the size of the text. 

A) Make sure the text “Bob Coffee” is still selected. If not re-selected it. 

B) Move your mouse over to the Font Size box. At this point it should say “12” 

C) Click the little downward arrow to the left of box 

D) A drop down box will show 

E) Move the list down until you reach “14” 

F) Use the mouse to select the number then use the left mouse button to click on “14” 
You will see that the size of “Bob Coffee” text has changed. 
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Last we going to Bold the words “Bob Coffee” 
A) Make sure the text “Bob Coffee” is still select. 
B) Just to the right of Font Size box is a button that looks like this: a 
C) Use the mouse and click on it 
D) The text will become bold. 


Next we are going to Italics Bob Coffee’s address. 
A) Un-select the words “Bob Coffee” by clicking the left mouse button anywhere inside the 
document. 
B) Select the address “1600 Big Rock Dr Coo Bay, OR 34012”. 
C) Just to the right of Bold button is the Italic button. It should look like this: @@& 
D) Use your mouse to click the button. 
E) The text will become italic. 
F) Un-select the words address by clicking the left mouse button anywhere inside the document. 


For the last change of style, we are going to underline every place the word “LibreOffice” is inside the 
document. 

A) Read the document and search the words: “LibreOffice” and select it 

B) Just to the right of Italic button is the Underline button. It should look like this: @ ~ 

C) Use your mouse to click the button. an 

D) The text will become underlined. 

E) Keep searching the rest of the document for the next “LibreOffice” and follow steps B-E until 

you have underline all the words that are “LibreOffice” in our letter. 


And Save your document! 

(Note: Let’s say you have a big document with a lot of words in it, looking for a single word could 
become real mess fast. Thankfully, LibreOffice has search function to find words with in the document. 
To use it all you need to do is use the left mouse button and click the Find and Replace button in the 
standard toolbar that looks like this: X 


Then a menu should pop top that looks like this: 
Find & Replace 


Fin: | Type in what to find 


Match case Whole words only 


Replace: What you might want to replace it with 


Replace every 
found word in document 


As you see it’s really simple to use. And real time saver with a big document. Let go back to what 
working changing with this document. 
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Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 
Mr. Frank Smart 
2300 Main St 


Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Thanks again, 


Bob Coffee 
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Pagel of 1 
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Now let’s see what the finish product should look like! 

See I told you, you knew what you were doing. You did perfect! 
The next section is optional: Add images or art to letter. If you feel you don’t want to learn it, that cool 
skip to the next section: Saving your document in different formats. 
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Add images and art to letter 


Now if your thinking: The letter look just like every other letter, how can I add some class, something 
to make it stand out from the crowd! This is where add art to your letter helps. LibreOffice Writer has 
two ways to add art: ClipArt or an image on your computer. Because everyone has different images on 
their computer, trying show you how to add images from your computer can be hairy. But most I worry 
is that would confuse you. So here what we are going to do, we are going to add a piece of ClipArt 
from LibreOffice gallery to give you an idea of how to do it and have basic idea how all works. This 
will give a good base to work from and better understand how images and ClipArt in add to your 
document. After you work through adding ClipArt to your document, we do a quick run through of 
how to add an image from you computer if you would like to try it yourself. Let’s get started on add 
that ClipArt to the letter you just made. 


First step is to decide what piece of ClipArt would work the best for our letter. To do this your need to 
load the ClipArt Gallery in LibreOffice. 


Untitled 1 - LibreOffice Writer kebe 
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LibreOffice just like every other program has a Menu Bar (File, Edit, View, Insert. Etc.): You need to 
find the Menu Bar. Find the words “Insert” and click on it. A drop down menu will pop up for you to 
see. 
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With the drop down open, your screen should look like this. Next move your mouse down to rE words: 
“Media.” Another menu should pop out. 
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Move your mouse over the words “Gallery” and click the left mouse button. 
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Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use t 
would find it just has easy as using MS office. The nice thing about it is that you neve 
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donation to the LibreOffice website and help keep the project running. 
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Your screen should look like this. Lets take a quick look at all the parts of the Gallery menu, so I give 


you a good base to work from. 
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Dear Mr. Smart, 

Thanks for the kind words about using 
would find it just has easy as using MS 4 
it. Not even subscription fee each year, 
donation to the LibreOffice website and 


Art that in the Theme 


Thanks again, 


Bob Coffee 
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As you can tell the Gallery menu has Theme folders. Don’t worry it’s just a fancy way saying of 
“putting the art of the same subject” in one area. Next you see that what in the Theme folder. Just like 

what the theme is label says, it contains art of arrows. Now, we are writing a letter about computers. 

We would need art that has computers in it. We need to find art that makes you think of computers, we 


need the computer theme folder. To do this move your mouse over to the Gallery menu and click, with 
the left mouse button, the words “Computers.” 
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After you click the word “Computers,” LibreOffice will show you what computer theme art it has in 
its gallery. As you can see, LibreOffice has more than just the four images. You can tell this by looking 
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at elevator (See where arrows | and 2 point at) to the right of the images of computers. In our case the 
elevator is at the top floor, has they put it. To move the menu down to see more image, put your mouse 
over the down elevator button (Where the arrow 1 points to) and click the left mouse button. You see 
the images move up as the elevator goes down. Now to move the image gallery back down, just (using 
the left mouse button) click the up button (Where arrow 2 is pointing) and the images will come back 
up and the elevator will go up. Try it a couple of time, just to get the hang of it. Now before you add 
any images, art, or etc, save the document. That way if something go wrong you can undo it! 
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We have looked through the gallery and decided to use this 1 image right here! Grab the image (hold the 
left mouse button over the image), when move your mouse up to the words “Bob Coffee!” Then drop 


the image right by the words (release the left mouse button.) 
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Looks to be a mess! Don’t worry, we are going to fix it! Before we fix it let’ s learn about iow to use 
the undo and redo function in LibreOffice. Now lets say this was not the piece of art you where 
looking for and found itself in your document. 
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Undo and redo 


If look on the menu bar find two buttons that look like this: As you guess it, the. _ 

yellow arrow on the left is undo (undo the last action you did. The green arrow FS = ce i 
button on the right is redo, if undo the last action but then decided, “no that was 

the right thing to do.” The button redoes it. Your thinking: When should I use these buttons? 

1. Let’s say your document has the wrong piece of ClipArt. Just click the undo button and the 
ClipArt will be gone and back before you added ClipArt. 

2. Let’s say you had the right piece of ClipArt in the document but click the undo button by 
mistake. No problem, just click the redo button and the ClipArt will pop right back where you 
left it. 

Now these buttons work for more then just ClipArt. Any action you may do in Writer can use the undo 
or redo buttons. But there a catch, you must have not closed the document and reopen it. If you have 
close the document then reopen you will have no way of undo or redo anything from the last time you 
had it open. 


If your screen looks like the one above, it’s time to move on to the next step. 


Undo, Redo 
I like it 


This 
LibreOffice 


is simple 
to use! 
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Resize and formatting your Art 


We need to resize the ClipArt to fit our letter otherwise the letter will look like a mess and will be hard 
to read. There is a simple way to do this. 


When you insert an image or ClipArt in our case you will see what is called Resizing Dots. These dots 
will be around the image or ClipArt. If you don’t see the Resizing Dots, you can make them show up 
by just use your left mouse button and click in the middle of your image or ClipArt. You can use these 
dots to make the image or ClipArt bigger or smaller. As a rule of thumb, you always leaning to adding 
an image or ClipArt big and making the image or ClipArt smaller to fit the document. A lot of times 
making the image or ClipArt bigger when your started with a small image or ClipArt will distort the 
whole thing. The image or ClipArt will look real grainy and bad. 
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Take your mouse and use the one the Resizing Dots on the bottom right to make the ClipArt smaller. 
To use this dot, put mouse on top it and click the mouse button down but don’t release it. Push mouse 
to the left of the screen. The image should start to get smaller. When the image is the right size then 
release the mouse. I know what your thinking: when’s that? Use the next picture for a guide. Don’t 
worry if the don’t get it right the first time just grab the Resizing Dots and make bigger or smaller to fit 
what you need. 
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Keep resizing the ClipArt until it looks like this. Now we need to decide on how we want the text to fit 
around the image. It looks a little out of place. Let close the Gallery menu to get more screen room. 
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Use your mouse to click the little arrow to close the Gallery menu window. 
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Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Thanks again, 


Bob Coffee 
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Your screen should look like this. As you can tell, we got a lot more room to work. Now the time to 
decide how we want the image to sit with the address letterhead. The best option is to follow the 
standard layout. Places the ClipArt to the right of the address on the top of the letter. 
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Mr. Frank Smari 
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Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
- would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
m it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Thanks again, 
= Bob Coffee i z 
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How does this look? Just like a normal letter you would get in the mail! Let’s take what we have so far 
make it happen. 
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Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
E would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
m it. Not even subscription fee each year, like MS office. If you really like the program please make a 

donation to the LibreOffice website and help keep the project running. 


Thanks again, 
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Here what we got so far. 

First you need to move the words “Frank Smart” down the page. 

To do this put the insertion mark just to the right of “Frank” (ie take that blinking bar and make blink 
right before the “Frank’”). Push the enter key to move the four lines down the page. 
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donation to the LibreOffice website and help keep the project running. 
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d= Bob Coffee San 
Pagel of 1 | 99 words, 505 characters Default Style | | =| G|) | eee 2l Pate | == oO + | 100% 


Next you need to move the image around. Click on the image to Select it it. ETT will know this by little 
resizing dots will come back. By holding the mouse button down, Push the image to the other side of 
the words “Bob Coffee”, then release the mouse button when the image is on the other side of the text. 
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Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 
Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
i would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
m it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Thanks again, 
Le Bob Coffee BT 
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Now we need to move the image and the text together. To do this we need to change the formatting of 
the text. Unselect the image and select the letterhead address (“Bob Coffee 1600 Big Rock Dr Coo 
Bay, OR 34012”) 
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Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
m it. Not even subscription fee each year, like MS office. If you really like the program please make a 

Š donation to the LibreOffice website and help keep the project running. 


Thanks again, 


=z Bob Coffee __\hé 
10 words, 43 characters selected | Default Style | English (USA) 


We want to change the text from “Center” to “Left.” (Remember all we need to do is click those text 
alignment buttons in the Formatting Tool bar). Your screen should look like this. One more step and 
you’re done. 


42 


File Edit View Insert Format Styles Table Form Tools Window Help 


CEON BMeaXSB-\slo-- | d R -Ql > 
CUr AELE E LE E bh PROF ee O-S-\* §iX- bee > 
a DEE ore a a A Bi 
f © i L=] 
: b Bob Coffee 
- 1600 Big Rock Dr 
Coo Bay, OR 34012 a 
E] a F 
5 i = ó 
7 Mr. Frank Smart 
- 2300 Main St 
2 Santa Fe, NM 87057 
= Dear Mr. Smart, 
5 Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
ee it. Not even subscription fee each year, like MS office. If you really like the program please make a 
3 donation to the LibreOffice website and help keep the project running. 
: Thanks again, 
< Bob Coffee i =a 


99 words, 505 characters Default Style 


Select the image again and move it over until the bottom left resizing dot is align up with the “7” on 
Frank Smart address. Save the document. 
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Mr. Frank Smart 
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Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
o it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Thanks again, 
=< Bob Coffee f aM 
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Your screen should look like this. Great job! If it doesn’t when sometimes there a space or two out of 
place or some other formatting problem. LibreOffice has a way to show your formatting marks in your 
document. 
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You can turn on the what called Formatting Marks to see all of the space and formatting in your 
document. Just like what you see here. 
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Just click the Formatting Marks Button on the Standard Toolbar. When the Formatting Marks are 
on the button look to be push downward, just like in the photo. Take a little time and check to see if the 
“Blue Formatting Marks” are the same in your document. If they are not you will know what you 
need to fix. All looks! Great, to turn the formatting marks off by clicking the button again. (Note: These 
marks will only show up inside LibreOffice and not when you print your document or exported to PDF, 
etc.) 
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Putting your own image in a document 


Now let’s say you wanted to put you own image. You got a logo, family photo, etc. you want in your 
letter. To do that is really simple. Here a quick over view of the steps you need to take to add your 
photo to the letter. 

With the mouse click the words “Insert” 

Move the mouse down to the words “Image” and click it 

A menu box will pop up and ask you were image is at 

Select the image you want to insert into your document and click “Open” 

Your image should be now inserted into your document 

Follow the steps above to change the size, formatting, and place the image. 

Save your document!! 


DS ORS 


The last thing we are going to cover in the section is to save your document in different formats. Let 
dig right in and make it work! 


Export to PDF 


O4 
O l 
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Task# 3: Export to PDF 


A lot of times you need to write a letter and send it as attachment to an email. Normally the best way to 
to do this is to export the document into PDF format (Portable Document Format). LibreOffice can do 
this very easily in three steps. That right three steps. 


LibreOffice \ 


Edit View Insert Format Styles Table Form Tools Window Help 


O New , a “|S 1 =m >» 
Open... Grl+O 7 -— č == —_ == — — m 
B op = u Hae a- B) = = fE PET- - SE a-s-S- 
E Open Remote... == -i 
Recent Documents » Dt ee y ee ee E at ia te taal Rize eee laj 
3x Close 
A Wizards > 
Templates > = 
@ Reload 
P Bob Coffee 
Veson- 1600 Big Rock Dr 
E sae Cries Coo Bay, OR 34012 Jj 
Save Remote... 
[J Save As... Ctrl+Shift+S 
Save a Copy... 
Save All | 
Frank Smart 
E) Export... ) Main St | 
Export As » Kf Export as PDF... 
Send >| KĪ] Export Directly as PDF | 
€D Preview in Web Browser ETS using LibreOffitb. I knew once you started to use the program you 
Print Preview Ctrl+Shift+O | Export Directly as EPUB g MS office. The nice thing about itis that you never have to pay for 
E Print axe Ot even Subscription fee each year, like MS office. If you really like the program please make a 
S = tion to the LibreOffice website and help keep the project running. 


+ | 100% 
Your will want to click on the words “File” to pull down the menu. Next move the mouse down to the 
words “Export As” Then click on the words “Export as PDF” 
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[H Letter.cdt - LibreOffice Writer > |e | ] 
File Edit View Insert Format Styles Table Form Tools Window Help 
—_ -Q = Be >» 
=i2-2-S- 
General Pe a = 
[E] Hybrid PDF (embed ODF file) 
E| Archive PDF/A-1a (ISO 19005-1) 
© Selection o Tagged PDF (add document structure) 
(¥) Create PDF form = 
=] Images 
= n Submit format: FDF 
š ©) Lossless compression 
© JPEG compression g E] Allow duplicate field names 
Quality: 90% = [z Export bookmarks | 
Ne [E] Export placeholders 
V| Reduce image resolution 300 DPI |¥ [E] Export co ie 
Watermark ial Export automatically inserted blank pages 
Sign with watermark [F] View PDF after export | 
Mr. Text: E] Use reference XObjects 
230 a 


Thatks 10 ER 5. 1 Knew on ou = ie progra 
would find it just has easy as using MS office. The nice thing aboutitis that you never have to pay for 
m it. Not even subscription fee each year, like MS office. If you really like the program please make a 


donation to the LibreOffice website and help keep the project running. 
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As you can tell LibreOffice gives you a lot of different options when exporting a document to PDF. 
Let’s take a quick over of the whole thing. 
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Letter.odt - LibreOffice Writer 
File 


Edit 


Other Tabs for 
more options 
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[ Hybrid PDF (embed ODF file) 
E] Archive PDF/A-1a (ISO 19005-1) 


want in your PDF 


Tagged PDF (add document structure) 


© Selection = 
[V] Create PDF form 
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Images 


Submit f t: FDF = 
© Lossless compression s — General options 
@ JPEG compression E] Allow duplicate field names when exporting 
= v 
Quality: 30% z e Export bookmarks PDE 


Export placeholders 


J] Reduce image resolution (300 DPI [z] 


Export comments 


Watermark [E] Export automatically inserted blank pages 


[C] Sign with watermark Rd 


/\ View PDF after export 


A Watermark 


Use reference XObjects 


Th [] EK $ Dret . KIE E = € Bid 

would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


+ | 100% 
As you can see there a different options you can use when export a LibreOffice document to a PDF. If 


you look at the top arrow you will see it’s point a line of tabs across the top. This row of tabs gives you 
even options to when Export a PDF than what you see here. As you can see, most of the options tell 


you exactly what it does. In our case, we are just going with the default options. So go ahead and click 
the words “Export” to move onto the next menu. 
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B Letter.odt - LibreOffice Writer 


[=) Export 
(CON dJ « My Documents > LibreOfficeStuff v |4 


Organize v» New folder 
[C] Application Links - Documents library 


Arrange by: Folder v 
LibreOfficeStuff 
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Ft Favorites | 
ie Downloads E No items match your search. 


‘S| Recent Places 


WE Desktop 
( Libraries 
E] Documents 
d Music 
E) Pictures 
E Videos X 


Filename: Letter.pdf 


Save as type: | PDF - Portable Document Format (.pdf) (*.pdf) 


sey 
+ Hide Folders extension ance 
started to use the program you 


would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 


it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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Here what your screen should look like. Again, let’s look at the different parts of the this menu. 
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B Letter.odt - LibreOffice Writer 


S ep 
gO- Jo « My Documents » LibreOfficeStuff = | +4 | | S 
Organize v» New folder 


[C] Application Links Documents library 


Arrange by: Folder v 
LibreOfficeStuff i 
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Fr Favorites 
J$ Downloads No items match your search 


T| Recent Places 
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What else in the Folder 


WD Desktop IE other PDF's 


33 Libraries 
=| Documents 
ad Music 
(| Pictures 
z] Videos àd 


File name: Letter.pdf = 


What you want to name it 


Save as type: | PDF - Portable Document Format (.pdf) (*.pdf) 


[¥] Automatic file name 
extension 


The type started to use the program you 
of File you fmd just has easy as using MS office. The nice thing about itis that you never have to pay for 
are saving [PVD subscription fee each year, like MS office. If you really like the program please make a 
as n to the LibreOffice website and help keep the project running. 
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AS you can see there only two places you need to watch. Where you going to save document and what 
you going to call the document. The default will work for the rest. We are saving everything in this 
tasks in a folder called “LibreOfficeStuff’ and the file name “Letter.pdf” will work just fine. Go 
ahead and click the save button and let the exporting start. 


File Edit View Document Tools Window Help x 


ha gh ı 71 @© @ 102% - |f E) Fna 3 


Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about it is that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Thanks again, 


The next thing you should see on your screen is this. LibreOffice exported the document to a PDF file 
and loaded Adobe Reader for you to review it. Pretty neat! Now that your letter is a PDF you can attach 
it to an email and send it out. 
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Task# 4: Printing 


There is only one other thing we will cover, printing you document with LibreOffice. Now everyone 
has different printer installed on their computers. Because for this I will give you a short run down of 
how it all works. Remember your computer many work a little different but this give you a good idea 


how it all works so you can print your letter. 
TE Letter.cdt - LibreOffice Writer 


Eile | Edit View Insert Format Styles Table Form Tools Window Help 


O New > B- å x 
Open... Ctri+O = 
© op s New Roman| =|| |14 [+ [a] ae a- B= 
E Open Remote... — 
Recent Documents > 2 = d A = mn 
x Close 
ÈX Wizards > 
Templates > = 
= Reload 
S = Bob Coffee 
AE 1600 Big Rock Dr 
ell are Cries Coo Bay, OR 34012 
Save Remote... 
HJ Save As... Ctrl+Shift+S 
Save a Copy... 
re | inen Frank Smart 
f=) Export... Main St 
Export As » ta Fe, NM 87057 
Send > Mr Ss 
= r. Smart, 
€D Preview in Web Browser 2 s . i 
ks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
FB Print Preview Ctrl+Shift+O id find it just haşa as using MS office. The nice thing about it is that you never have to pay for 
=- ot even S office. If you really like the program please make a 


© Print... Ctrl+P 
~ 


<eep the project running. 
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As like most programs, just go up the menu bar and click the words “File”. and move your mouse 
down to “Print”. When just click the mouse. A print menu should show up. 


[B Letter.odt - LibreOffice Writer Lelea] 
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Eile Edit View Insert Format Styles Table Form Tools 
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Print to File... 
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Microsoft XPS Document Writer 
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[E] Print in reverse page order 


Print 
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donation to the LibreOffice website and help keep the project running. 
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Just like other program, the print menu is basically the same. As can see, if the aati prince is pick 
you’re good to go! Click the “OK” button and watch your document print out. 


Well now you know how to make, save, export, and print a letter in LibreOffice Writer. Take a break 
and reward yourself. 
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Task# 5: Using LibreOffice Writer with other document 
formats 


Now you know the basics of using LibreOffice Writer questions one might asked is: Not everyone uses 
Writer. How for example do I get a Document I wrote on Writer on my home computer to work with 
the computer at that only has Microsoft Office Word? And remember I can’t install LibreOffice on the 
computer at work. What do I do? 

Don’t worry there is an answer. The builders of LibreOffice want their program to be able to read and 
write so other format so you the user could make better use of their program. 


To understand how these all works you first must understand what a file format is. 

When a program like Microsoft Word or in our case LibreOffice Writer help you put together a letter 
(or any document) it saves data in format. Sounds simple enough right. Let’s use a real life example to 
make even easier. Through the words you can share data. To insure that your words are understood you 
put the in a format. In the case of this ebook I put the words in English Language format. So anyone 
that can understand English can read and understand my ebook. Now say I put the ebook in different 
language format, ah let’s say, how about German and then try have someone the only understands 
English read it. By guess and that some the words are the same they might figure it but most of the time 
their understand of the ebook would be wrong. 


The two programs that we are talking about run into the same problem. Microsoft Word save data of 
your work in what is called .doc format. Where as LibreOffice Writer saves the data of your work in 
.odt format. That where LibreOffice programmers decided that their program (LibreOffice) should be 
able to read and writer all of the Microsoft Office files, this includes Word documents. So in this 
Chapter we are going to you how to do just that. 


So if your office computer has Microsoft Word and home computer has LibreOffice you can work on 
the same documents. Sounds great! 


Here what we are going to do in this task: 
1. Reopen Letter.odt from the last lesson 
2. Save the Document as a Microsoft Word document 
3. Learn about other format we could save the file as 
4. Get yourself a cup of tea, coffee, soda, something to tell yourself great work. 


Now there is two different common ways to reopen your LibreOffice Document. Read through the 
different ways and decide which would work the best for you. 


One: Your LibreOffice Document from the Desktop 
Two: Load LibreOffice program then reopen your document from the inside the LibreOffice desktop 


by using the open option from the drop down menu “File” or click the recent Documents on the front. 


Read through each step when pick one to open your document “Letter.odt” and let get started! 
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Way One: Open your document from your computer desktop. 


— fe) es) 
G- J >» Libraries » Documents » LibreOfficeStuff ~ |4 | [| Search Libre.. 2] 
Organize ~ Share with ~ New folder =~ ff ® 


Documents library 


LibreOfficeStuff 
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Letter.pdf Letter.odt 


J 2 items 
Open the folder that has your LibreOffice documents in. Let’s take a closer look at all the different 
parts of the folder. 


b=be 
Gu! d. p Libraries » Documents » LibreOfficeStuff Name of folder and where it at X | 4s || Search Libre.. Ø | 


Organize v» Share with ~ New folder B) v im) @ 


Documents library 


LibreOfficeStuff 


Arrange by: Folder v 
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The two files that in the folder 


Letter.pdf Letter.odt 


J 2 items How many items are there 


Double click to open the LibreOffice Writer file called “Letter.odt” 

Something to note: You can tell the different file types by looking at the icons. The PDF file has the 
little PDF logo on the right corner of the icon. Where as the LibreOffice Writer file has the Writer logo 
in the right corner. Plus, when you look at the file names you can see that the file extensions (all the 
letters after the dot in a file name) are different. The PDF file has “.pdf” where as the Writer file has 
“odt” This tells both you and the computer what the file format is and it also tells the computer what 
program to use to open the file with. Know this will become more important as we move through these 
tasks and your everyday computer use. 
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|=) Let CCE 
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Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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Screen should look like this and your document is loaded in LibreOffice Writer. Now we are ready to 
learn about save your document in a different format so skip ahead to “Savings in a different format” or 
keep reading through to learn the other way to open a document. 
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Way Two: Reopen the document inside LibreOffice. 


TL LibreOffice 
File Tools Help 


© 
=] Remote Files 
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Create: 
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Writer Document 
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At this point you have load the program LibreOffice and your screen looks like this. As you can see 
your Recent documents are show in the main part of the screen. Note: If you have open a lot of 
documents since last time, the screen would be a full list. But we have only one recent document, 
Letter.odt file. 


D libreOffice Ee] 
File Tools Help Menu Bar 
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Document 
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Create: 
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Writer Document 
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Let’s take a good look at all the options on this screen. 
Because there is only one document we have been working the load up looks easy. So, first let’s do the 


easy way then we will do a couple of other ways just to give you options on what works best for you as 
you use LibreOffice more. 
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The really easy way! 


File Tools Help 
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Just like the picture says, use your mouse to click (once) on the icon of the document you want to 
open. In our case, it’s the document named: Letter. After you click on it, LibreOffice will start to load 
the your document. 
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g would find it just has easy as using MS office. The nice thing about it is that you never have to pay for 
m it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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If everything when right your screen should look like this. The document is open and your ready to 
save it into a different format. Sound simple enough but you have more then one document or you are 
loading a document from a different computer. Never fear that what the next steps are about. 
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[Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


Pagel of 1 99 words, 505 characters Default Style English (USA) =m | [3 CEN | =s + | 100% 
LibreOffice can open multiple files at the same time but in our case we only need one file open. Plus, 
everybody learning here keeping simple is very important. So we are going to close the one file we 
have open but not close LibreOffice. Thus, returning to the main desktop of LibreOffice. It really easy 
to do just use your mouse and click the black “X” in the right corner. Now you will see two “X” but 
you only want to click the bottom one. If you are wondering the top “X,” (the one that white with a red 
box around it) it will close LibreOffice the program. We only want to close the document but leave 
LibreOffice the program running, so just click the bottom black “X” just the one the arrow in the 
picture is pointing too. 
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Loading a document from a drive or that as not been open on your computer before. 
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We are back to where we started, LibreOffice Desktop. Move your mouse up to the menu bar to the 
words “File” and click! Poof! Drop down menu! 
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As you can see the menu bar option “File” as many different choices. We are looking for “Open...” 
Move your mouse down to the words open and click it. A menu that give you a list your documents will 
show up in the middle of your screen. Tip: if your like to use what’s called keyboard shortcuts, 
LibreOffice tell you how to do this. If you look to the right of the words “Open...” on the menu you 
will see “Ctrl+O”. what this means you just need to hold down the Ctrl key on your keyboard and 
type O. The same menu that you will see shortly will pop up without even touching the mouse. 
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Just like the picture shows. Opening a file is a simple one click, two click, and the file is open. First, 
click on the files icon to highlighting it. You know it been highlight when the name of the file name 
show up in the box called “File name:” Second, click the button “Open.” 
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[Bob Coffee 
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Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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See here we are back to our letter document being open again. 


Now, you should know that there are more than just these ways, we when through to open a document. 
If you were talking with a LibreOffice master they could show you even more (I thinking there about 
four more). But the goal of the book is to help you understand and be able to use LibreOffice Writer. 
The ways here are the most common and simplest ways to open a document. 


Because we have your letter open the next step is to save the document in a different format. Let’s get 
started on just that! 
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Move your mouse and click the menu bar option “File” to see the list of options. Next, move the mouse 
down to “Save As” and click it. A new menu should pop top in the middle of the screen. 
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We need to change the document’s type. Move your mouse over to the right of the words “Save as 
type” where the arrow says “Current type of Document” and click the little down arrow that look like 
this: = 
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After you click the mouse and list of document type should pop up to show the Jiini Te 
LibreOffice Writer can save files as. You can see that LibreOffice Writer has a lot of choices of file 
formats. (Keep these steps in mind if you might need to your document in a different format than 
Microsoft Office Word.) 
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We decide the we needed the “Microsoft Word 2007-2013 XML (.docx *.docx)” format. Move to 
“Microsoft Word 2007-2013 (.docx *.docx)” and click on it. The blue bar that highlights the options 
will move with your mouse. By click on “Microsoft Word 2007-2013 (.docx *.docx)” the file 
extension will change. 
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You can see > that it has changed it file extension. Also notice that there are no other files of the “.docx” 


in the folder. It was a “.odt” but because we want to save it Microsoft’s Word the file extension is now 
“docx” so the Word program can read it. To keep things straight we will also change the file name. 
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Change the file name to “LetterDoc.docx” just so we know the different between the Microsoft 
document and the LibreOffice document. After that, go ahead, click the “Save” button, and wait for the 
next menu to show up. 
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irm File =) 
This document may contain formatting or content that cannot be 


saved in the currently selected file format “Microsoft Word 2007- 
2013 XML”. 


Use the default ODF file format to be sure that the document is saved correctly. 


[7] Ask when not saving in ODF or default format 


Use ODF Format 


Mr. Frank Sma 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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Because LibreOffice Writer’s normal format is “.odt” it want you to be sure you want to save it in a 
different format. But also keep in mind that it’s tell you that some formatting that you have done to the 
text or picture may not be there when you reopen the file in other programs. In our case it doesn’t 
matter as much but if you where to send a document or file to a client, boss, or someone that important 
double check to displays right. The thinking is the simpler the document is the less problems you will 
run in too. So ahead and click the “Use Microsoft Word 2007-2013 Format” button in the pop up 
menu. 
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Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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Your screen should look like this! You might notice that there been some changes to file. 
Format Styles Table Form Tools Window Help x 
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Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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As you can see the file name has change from “Letter.odt” to “LetterDoc.docx” to our new format. 
This means that you can open this document, “LetterDoc.docx,” in Microsoft’s Word with no 
problems. That’s it, simple right. Well you know that they say: “Everything is easy after you how to do 
it!” Now, close the LibreOffice by going to File on your menu bar, move the mouse down and select 
Exit LibreOffice at the button of the menu to return to your computer desktop. Shortcut: Click the 
white “X” with the red box around it in the top right, same thing just faster. 
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Task# 7: Load and changing a document that has been 
send to you 


This leads up to a different problem. What if the boss send you a document in Microsoft’s Word and 
you need to make changes to it. The only program you have is LibreOffice Writer at home. Just like 
saving files in Microsoft’s Word, you can also open, edit, and save a Microsoft’s Word document to 

send it back to him or her. Let’s run through it to show how to do it! 


So, just started your computer up. The boss email you a document that he wants to review and make 
some changed to. You only have LibreOffice on your computer and the document is in Microsoft’s 
Word. LibreOffice can handle the job! 

First thing is first: Start LibreOffice up to let’s look at the LibreOffice Desktop. 
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First thing we are going to do is open the “File” menu bar and load up the open menu to load our 
Microsoft document. To do this, move your mouse up to the words “File” and click the mouse button. 


TL) LibreOffice 


Tools Help 


New > 
Open... 
ED Open Remote... 


Cti+O 


Recent Documents 


> 
(SQ Wizards > 
Templates > 

> 


Digital Signatures 
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Help Extensions 


Next, click the menu option “Open” to open the next menu. Or simple put, click the words “Open” 
and we are on to the next screen. 
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Here a quick run down of the different options on your screen. As normal there are only a few buttons 
to that you will need to click. You can see that the folder only as two files in it. “My Document > 
LibreOfficeStuff” is the folder location. By default, we told LibreOffice to show us all the different by 
setting setting the file types to “All files (*.*)” If by some weird reason you don’t see all the files in the 
folder. Simply, follow the next step but if everything look right skip to the next step. 
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File name: LetterDoc.doc 7 Lotus WordPro Document (*.lwp) 
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Math Formula 
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Help 


Extensions 


Sometimes because reason beyond this book default options get changed. You might not have your file 
type to look for be set to “All files (*.*)” , this is an easy fix. Just use the mouse and click the little 
down arrow to the right the file name box. Just like in the picture select the top option All files (*.*)” 
and you good to go. Note: Look at all the different types of files LibreOffice Writer can open. 
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Click on the Microsoft Word file called “LetterDoc.doc” to highlight (or select) it. Then, click the 
Open button. 
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- Coo Bay, OR 34012 


Mr. Frank Smart 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smart, 
Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
g would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
jm it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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You have seen this screen before. Your Microsoft Word document is open and ready for your changes 
and edits. Let’s make some changes to the document to show you how to save it and keep it in 
Microsoft Word format. 


File 
ia 


E 


Pagel of 1 


Edit View Insert 

-8- = 
Defay 

Click 


here to 
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2300 Main St 

Santa Fe, NM 87057 

Dear Mr. Smarts, And here 

Thanks for the kind wort? mme tt rew fice 6. I knew once you started to use the program you 


would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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We learned that we misspelled Frank’s last name. His last name is “Smarts” and not “Smart. ” This is 
and easy fix put your insertion line (that blinking bar you get just before your typed word show up) 
right after the “t” in both time we spelled out Frank’s last name and add an “s” to both. 


What nice is you can save your open Microsoft Word format document just like it was LibreOffice 
document. Just go up to disk icon on the menu and click it to save or if you would like click on “File” 
when move the mouse down to “Save” click it. Both way work and your document is saved. 
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This document may contain formatting or content that cannot be 
saved in the currently selected file format “Microsoft Word 2007- 
2013 XML”. 


Use the default ODF file format to be sure that the document is saved correctly. = 


[7] Ask when not saving in ODF or default format 


Use ODF Format 


Mr. Frank Sma 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smarts, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 


+ | 100% 


After you save, LibreOffice will remind you the you’re not save “.odt” and in “ docx” format. We 
know this and we know why. So ahead and click the “Use Microsoft Word 2007-2013 Format” button 
in the pop up menu. 


B LetterDoc.docx - LibreOffice Writer 
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Bob Coffee 
1600 Big Rock Dr 
Coo Bay, OR 34012 


Mr. Frank Smarts 
2300 Main St 
Santa Fe, NM 87057 


Dear Mr. Smarts, 

Thanks for the kind words about using LibreOffice 6. I knew once you started to use the program you 
would find it just has easy as using MS office. The nice thing about itis that you never have to pay for 
it. Not even subscription fee each year, like MS office. If you really like the program please make a 
donation to the LibreOffice website and help keep the project running. 
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Time for a break! Just click the little red box with the white “X” in it to close LibreOffice. You have 
done a lot of work, give yourself snack because now you know the basic of writing a letter, adding art 
and images, and opening and saving different format in LibreOffice Writer. After your break, it’s time 
to make some business cards for your new company. 


68 


Task# 8: Making Some Business Cards 


Here what you got going on: You need some business cards for the next business expo! Nothing real 
fancy but they got look professional. LibreOffice Writer can help you whip up some business card. Just 
to show you how easy to can do this, we will make a set for your fake business partner, Jeff McCoy. 
When you will know how to make a set for yourself. 


Like most task in this book we doing it the easy and fast way. Now, other books about LibreOffice 
might you go through a long bunch of steps. And if you want to that’s great but goal of this book is to 
show you how to use LibreOffice to get were you like to be as fast and painless way. With this in mind, 
we are going to use a template to build our business cards on. 


First step is finding a good, professional business card template. This where you will learn about one of 
LibreOffice Writer’s (The whole software suite to be exact) short coming, not enough support. With 
this short coming you are left with a few options: You can spend hours clicking on so-so templates that 
might work but still fall short in clean looking card. Use the template that LibreOffice gives you still 
doesn’t come close to what you can find if you are look at Microsoft Office templates. You could spend 
the time to build a template yourself. So what do you do? 


I like to do things the easy way that the results I want. If you remember LibreOffice Writer can read 
other formats. This means the short coming could be a benefit to us. We are not just limited to 
LibreOffice template online but we can also use Microsoft Office Word templates as well. 


Using the power of a simple Internet search of the words “Free Business Card Template,” I found this 
website (which I will show you in just a minute) that gives Microsoft Word templates for free. So to get 
started start-up your web browser and punch the address 
https://www.vertex42.com/WordTemplates/business-cards.html and load up the page that has the 
template we are going to use. 


Uertex 


EXCEL TEMPLATES CALENDARS CALCULATORS GANTT CHART 


m 


WORD TEMPLATES EDUCATION APPS BL 


Home > Business Templates > Word Templates > Business Cards 


FOLLOW US ON ... 


Free Business Card Template idm B | 


Download a Free Business Card Template for Excel or Microsoft Word® 


Creating your own business card template from scratch using Word is a great way to experience 
the joy of extreme frustration. After much pain and anguish, we finally worked through the quirks and 
now you can avoid similar pain by just downloading one of the free business card templates below. 
In addition to the business card templates, you'll also find that we've explained how to use them 
below - how to add your logo, how to easily modify the colors, and how to quickly copy/paste your 
business card. 


Business 
share: ES EA EE Templates - 


mE r 


Your browser screen should look like this. As you read across, you will see that this website has many 
other template you could use. But let’s keep it simple and remember where here only make business 
cards. But you may want come back and look around, there might be other stuff you could use! 
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Business Card Formats 


At your local office supply store, you'll probably find 2 main types of card stock for the business cards: 
10 cards per page or 8 cards per page. The purpose of the 8 per Page format is to allow you to have 
color that extends all the way to the edge of the card. 


All our business card templates are designed for standard-size business cards: 3.5" x 2" 


Left/Right Top Ş Avery 
Format Margin Margin Spacing Products 
10 per Page irs" ts" g7 8371, 8871 and others 
(View PDF) 


Blank Business Card Template (.docx) 10 per Page 


8 E Page 05" ONS" 05" 8373, 8873 and others 


Budget 
Templates 


FOR THE OFFICE 


401k Savings Calculator 
Business Cards 
Business Letter Template 
Calendar Template 
Contact List 
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Scroll down until your screen can find the information and link to download for the business cards we 


are going to use. 


Business Card Formats 


At your local office supply store, you'll probably find 2 
10 cards per page or 8 cards per page. The purpose of the™® ew you to have 
color that extends all the way to the edge of the card. 


All our business card templates are designed for standard-size business cards: 3.5" x 2" 
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(View PDF) 


Blank Business Card Template (.docx) 10 per Page 
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download 
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As you can see the template has the standard-size business as the layout. This is good to know before 
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you download and change any template because not all templates are a standard sizes. You can also 
note that this template works with some Avery products. Why is this important? Avery products that 
they are talking about is those nice sheets of paper you can buy at office supply store that are cut for 
business cards. But we are getting off track, so if you want to know more go to your favorite office 
supply store website and search for “Avery Business Card Products”. So we need to download the 


link. Go ahead and click it so we start the download. 
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Uertex 


EXCEL TEMPLATES CALENDARS CALCULATORS GANTT CHART WORD TEMPLATES EDUCATION APPS 


Home > Blank Business Card Template (10-up) > download 


Thanks for downloading! 
= Give a thumbs up using our 
Your Download is Ready social sharing butions 


Click below to download the file 


You might be asked to complete a short optional and anonymous consumer survey prior to accessing 
your free download. Click on the SKIP button to skip the survey. Thank you for supporting Vertex42! 
See the Google Surveys Overview for privacy info. 


wl, 1 Download the Blank Business Card Template (10-up) 


Click once on the green button to download the file, then save to your computer or device. 


£ DOWNLOAD 


Filename: blank—business-—card-10.docx 


Doturn ta the Rianl Rircinace ard Tamniate (19 unì nana ta laam mare ahout thic tamniata 
< m 


As you notice, the link bought you to another page. Here the reason: Most websites like this (give free 
stuff out) are ads supported. They too have bills to pay and they pay them with ads. You can only get so 
many ads on one page. So, they add a second page for a couple more ads. Before you say, “That not 
right!” There nothing wrong with doing do it. A lot of things in our world are ads supported, 
newspapers, TV, NASCAR, etc. Look at from their view, we give you something here, got a minute 
check this out, and if you don’t want it, that’s cool, keep the other stuff. 
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EXCEL TEMPLATES CALENDARS CALCULATORS GANTTCHART WORD TEMPLATES EDUCATION APPS 


Home > Blank Business Card Template (10-up) > download 
Thanks for downloading! 
5 Give a thumbs up using our 
Your Download is Ready sale R a 


Click below to download the file 


You might be asked to complete a short optional and anonymous consumer survey prior to accessing 
your free download. Click on the SKIP button to skip the survey. Thank you for supporting Vertex42! 
See the Google Surveys Overview for privacy info. 
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Click once on the green button to download the file, then save to your g@pputer or device. ae 


£ DOWNLOAD 


Filename: blank-business-card-10.docx 
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Simple just click the download button and we are off! 
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Opening blank-business-card-10.docx 


You have chosen to open: 
(2) blank-business-card-10.docx 


which is: docx File (17.0 KB) 
from: https://www.vertex42.com 


m 


GANTT CHART WORD TEMPLATES EDUCATION APPS 


What should Firefox do with this file? 


[F] Do this automatically for files like this from now on. 


Thanks for downloading! 
Give a thumbs up using our 
social sharing buttons 


ous consumer survey prior to accessing 
ey. Thank you for supporting Vertex42! 


4, 4 Download the Blank Business Card Template (10-up) 


Click once on the green button to download the file, then save to your computer or device. rane PEE 


1 DOWNLOAD a ta 


Filename: blank-business-card-10.docx ACME inc 
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After you click the Download Button, a new window pop-up should show up. This little window is 
your computer making sure you want to download it and save it to the computer. Go ahead, click the 
“OK” button, and start the download. 


When the download is complete we can move on to the next step. This next step will be a little tricky 
because every computer files system is different. We need to find the file that we just download. Most 
of the time Microsoft Windows and the FoxFire Web Browser (which is what I am use here) will 
download the file into a folder called “Download” but this is not always the case. So the best way to 
find the file you download is to use the computer search function. I will show how to do on Microsoft 
Windows machine because it the most common used Operating System. 


1: First return to the desktop of your computer. 

2: Type the F3 key on the top of your keyboard 

3: A search box should pop up 

4: Type in the file you’re looking for in the search box. In our case, “blank-business-card-10.docx” 
5: Click the Search button or some cases the computer will just start searching for you. 

6: If the file is found it will show inside the search box menu. 

7: You found it! Let’s make some business cards. 


Now that you know where the file you download is, the next step is to modified the file so we can build 
Jeff those business cards. So, open the file and let’s get started. 
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Organize v Include in library v~ Share with ~ New folder ce] ~ Fl @ | 


blank-busi 
ness-card-1 
0.docx 


As you can see there only one file in the download folder. You maybe have more but to keep it simple 
there is only file in the example. Now, as you can see we need to open “blank-business-card-10.docx” 
but we want to open it in LibreOffice. There is a way to insure that the computer does just that. 


zobe- 
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v | 4p || Search Down... P 


New 

Print 

7-Zip 

CRC SHA 

Edit with Notepad++ 


Scan with COMODO antivirus 
Run in COMODO container 


Open with Firefox 

j LibreOffice Writer 
Microsoft Office 
WordPad 


Shredder 


Restore previous versions 


Send to 
Choose default program... 


Cut 
Copy 


Create shortcut 


dified: 7/2/2020 4:40 PM Date created: 7/2/2020 4:40 PM 
Delete 


Size: 17.0 KB 
Rename 


Properties 


What is happening is we are use what is called the “right mouse button menu.” To access the “right 
mouse button menu” just place your mouse pointer (that little arrow thing that you can move across 
the screen) over the file and click the right mouse button. “POOF!” You should see a whole drop down 
menu. Move the mouse pointer down to “Open with” and another menu will pop down. When move 
the mouse point to “LibreOffice Writer” and click it with your “left” mouse button. 
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After the computer get done with loading up, you should have a screen that looks like this one. 
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As you can see the template gives us “fill in the right information” type layout. Something also to note 
is there a new menu that has showing up on the bottom of our screen. This is what called a “Table 
Menu”. When the designers of this the business card template, they used what called a table. If we 
where going to start with a blank page, we too would need to use a table lay tools. But remember we 
are doing this the easy way. 
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First let’s change the Name in the template. Currently, it says “First Last Name”. We will change to 
“Jeff McCoy”, your business partner name. To do this, put insertion point (that blinking line that shows 
you were the words will go on the page) just after “F” where it says “First Last Name”. Use the 
Delete key on your keyboard to delete all the letters but the “F”. 
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Next type the words “Jeff McCoy” with your keyboard. 
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As you can tell the “J” became lower case. The reason behind this is because LibreOffice believe you 
were making an error, so it auto corrected it. Need we to fix that. Here how: Using your arrow keys on 
your keyboard push the insertion point back just before the lower case “j.” using the backspace key, 
push once to delete the “j” then type an upper case “J” in it place. Next, use the arrow keys once to 
move the insertion point just after the “J” you just typed. When, using the backspace key, delete the 
“Pp”, 
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Looking good so far! Next we changing the Title. Because Jeff is a partner and co-founder, you decide 
that title should be: Co-Founder. So, just like before put the insertion point just after “]” where it says 
“President [title]”. Now, type the backspace key on your keyboard until only the “P” is left on the 
screen. 


76 


File Edit View Insert Format Styles Table Form Tools Window Help 


eee ey eee eee 
i E Vertexa2 styiea [r] [Ariat khhhoshaaa: = 
č sh RE EE PRE a ERE 


Business Card Template by Vertex42.com 


ACME Inc. 
z Jeff McCoy 
| P 
= john.d in.com 123 Any Street 
City, ST 12345 
= office (000)0000000 
cell (000)000-0000 
waw.website.com fax (000)0000000 


-m ~ 


+ 


(Ree SED SR ws Ss ARIS De-F-B ie vom Q - 


Pagel of 1 32 words, 260 characters Default Style English (USA) m | G Table1:A1 DDD |- O + | 100% 
Next type “Co-Founder”. 
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Next, using your mouse, put the insertion pointer between the “P” and “C”, when type the backspace 
key on the keyboard to delete the “P”. 
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Looking good so far. Before we go on, you must be wondering why we just don’t delete the whole line 
and type what we wanted in. The simple answer is that you are being showed a hack to insure we keep 
the text formatting and layout stay the same. It’s one of those got-yous of LibreOffice. If you would 
delete the whole line chance are LibreOffice Writer will return that area in the document to what called 
“Default Style”. If you would lose the formatting and layout, your business card will start to look 
different than the template we downloaded. That would lose the point of using template all together. 


Next lets change the email to “jeffm@4Wires.com”. Just like you have already, put your insertion 
point just after “m” on the words “john.doe@domain.com” and use the backspace key. We are lucky 
with change because there no reason to delete the last letter. Type “effm@4wires.com” and let’s move 


on to the next step. 
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If your screen looks like this, then it time to move on to changing the address. 


78 


Here the address of the business to change the card to: 


342 West 34" Street 
San Francisco, CA 55555 
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After you add the address, should notice that your business card text just doesn’t fit. Their are many 
ways to fix this problem. One way is to change “San Francisco” to just “SF.” But if someone was 
looking for your company on the map, “SF” could be “Santa Fe Springs” which is also in California. 
The better way of thinking to just fix it. Just remember if you mess something up, you can use the 
undo button, start right back there you started. 
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Put your insertion point (that blinking line), with use of your mouse, right before the words “San 
Francisco” 
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Note that there is two L shape little things that have showing up on the top ruler. LibreOffice calls 
them: Tab Stop. What these do is align the text in the template by setting where the tab will stop. In 
our case, the design of the template want the address to align even but our address will not fit when. So, 
we will make some changes by move the Tab Stop to fit our address.. 
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Grab the left Tab Stop with your mouse and move it to the line just after the “2” on the ruler. 
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Has you can tell the layout came back to normal. No little red arrow, you can read the whole address, 


and looks even better than the original. 


It looks like you got the hang of it, so there is no need for step by step direction in changing the rest of 
the business card information. So, go ahead and change it. I know can because you made this far. 


Here the rest of the information that needs to be changed: 
The office phone is (555) 304-1000 

The cell number is (555) 735-0400 

Delete the line Fax (000) 000-0000 

The website : www.4Wires.com 
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You need to change the company name from “ACME Inc.” to “4 Wires Inc.’ 
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After you have made all the changes, your screen should look like this. If you goof up something, no 
worries, just use the undo button. That what it there for! 
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Now we need to do some thing that is very important. Save our work. it’s a simple step that could save 
a lot of work. But everyone forgets to do it (even me). Now, we going to save off a copy of template 
with information we added. That way we a copy or the work we have already done. First use your 
mouse and click the menu option “File”, then move your mouse down to the words “Save As...” and 
click the words to load up a new menu. 
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This what your screen should look like. Let’s take some time and look at the parts we need to know. 
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Over all there not much that needs to be changed. We are going to make change where the file is going 
to be saved. Remember to keep thing simple, we have been saving everything in a folder called 
“LibreOfficeStuff”. So, using the were the arrows point that says, “Where to save it” and change the 
folder to “LibreOfficeStuff”. 
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As you see, we only have one other file the is a “docx” file in LibreOfficeStuff folder. Click the save 
button and we can move on to the next step. 
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Next you should have this menu pop-up. All it’s telling us is T LibreOffice will be save our work in 
Word 2007-2013 XML. The same format the template came as. Feel free to click the “Use Microsoft 
Word 2007-2013 XML Format” and LibreOffice will save it. You might be wondering why we don’t 
change over to LibreOffice formatting. The thinking is simple. Keeping in the Microsoft Word will 
keep are options open when it comes time to print the business cards. For example, you want to print 
them out a copy center place. Most of the copy machine/ printers can read Microsoft Word. The “odt” 
format that LibreOffice uses, chances are the machines that the copy place has can’t read this file 
format. 
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As you see we have one business card and we need nine more (ten per sheet). Here were we are going 
to use the copy and paste in LibreOffice Writer. 
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First thing we need to do is copy the one card (or in table talk the complete cell) that we have change 
with Jeff ’s information. To do this select the whole card, just like in the picture. You must like thinking: 
how?? It’s very easy to do. Just sure the insertion point is inside the cell (that blinking line) and click 
the Select Cell button on the Table Tool Bar. 
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And there you have it! The one cell is selected! 
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Then click the Copy button as showing. 
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Next, click your mouse to right of text in the open area. This will unselect the text (cell) and put the 
insertion point in the blank space (the cell to the right of the one your copied). 
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Click the Paste button to paste a copy of the business card you just made. 
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Now you have two business cards on the sheet. There is eight more needed 
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Move the insertion point below the first card (on the left) and when that little line is blinking. Move 
your mouse up and click Paste button again. Then your screen should look like this. Now you have 


three cards. 
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Keep moving to the next blank space (cell) until you have the whole page filed with your business card. 
Remember you should have ten cards on one sheet of paper. When save the document. 


Last, send the document to your printer and Jeff’s cards are done. Now your know how to make 
Business Cards from a template. Go back, download folder and open a clean copy of the template, 
rename (using the Save As option), change the information to what you need as a business card, and get 
them printed. Then both you and Jeff can have business cards. 


